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Leave and Public Holidays Policy

Section 1 - Purpose

(1) To ensure the provision, application and approval of leave entitlements, and requests for staff to work on
nominated public holidays comply with relevant legislation applicable to staff employed by the RMIT Group.

Section 2 - Overview

(2) This policy outlines the conditions and responsibilities for leave entitlements and public holidays at RMIT to enable:

a. staff to access their full leave entitlements.
b. managers to know their responsibilities with respect to approving leave.

Section 3 - Scope

(3) This policy applies to all current employees of the RMIT Group, subject to relevant legislation and employment
terms.

Section 4 - Policy

Principles

(4) RMIT is committed to providing staff with a safe and healthy workplace and offers a variety of leave arrangements
(paid and unpaid) that enable staff to balance work with their personal needs and other specific purposes.

(5) RMIT will ensure:

a. provisions for leave and public holidays comply with relevant legislation.

b. staff required to work on nominated public holidays are appropriately consulted (and agreement sought where
relevant legislation requires) and remunerated.

c. the types and quantities of leave applicable are communicated to staff members.

(6) RMIT may provide additional leave arrangements at its discretion.

(7) All leave entitlements have regard to the following conditions:

a. all staff are aware of timeframes regarding leave applications and evidentiary requirements to allow managers
to plan for known absences

b. management may periodically direct staff with excessive leave balances to take leave, subject to the provisions
of any relevant country law, agreements or awards

c. management may direct staff to utilise paid leave entitlements prior to utilising any unpaid leave
d. management may only approve requests to cash out leave entitlements where permitted by law.
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e. leave entitlements will be paid out in accordance with relevant legislation and agreement terms to staff
members at the end of their employment.

Responsibilities

(8) The Vice President, People and Culture or nominated delegate (including for RMIT Group entities) is responsible for
developing and recommending approval of specific leave and public holiday procedures and resources in accordance
with relevant obligations that apply across the RMIT Group.

(9) People managers are responsible for:

a. the review and approval of leave requests for their direct reports

b. managing leave entitlements in the interests of the individual staff member, the relevant team, and the RMIT
Group entity.

(10) All staff are responsible for understanding and managing their leave entitlements in accordance with this policy
and related documents.

Review

(11) This policy will be reviewed at least once every three years in accordance with the Policy Governance Policy.

Section 5 - Procedures and Resources

(12) Leave entitlements and conditions for specific leave types available to staff may vary according to RMIT Group
entity, staff cohort, relevant legislation and employment terms. Staff should consult the resources approved under this
policy and location-specific staff information on leave entitlements for more information.

(13) Refer to the following documents which are established in accordance with this policy:

Annual Leave Guideline

Sporting Leave Guideline

Attendance at Court Leave Guideline

Blood Donor Leave Guideline

Relocation Leave Guideline

Community Service Leave Guideline

Compassionate Leave Guideline
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Cultural Leave Guideline

Defence Reserve Leave Guideline

Domestic and Family Violence Leave Guideline
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Long Service Leave Guideline

|. Parental Leave Guideline (Under Review)

Personal Leave Guideline

Political Candidate Leave Guideline
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CoVE Program Manager Additional Leave Guideline.
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https://policies.rmit.edu.au/document/view.php?id=57
https://policies.rmit.edu.au/download.php?id=385&version=2&associated
https://policies.rmit.edu.au/download.php?id=386&version=2&associated
https://policies.rmit.edu.au/download.php?id=387&version=1&associated
https://policies.rmit.edu.au/download.php?id=388&version=2&associated
https://policies.rmit.edu.au/download.php?id=365&version=4&associated
https://policies.rmit.edu.au/download.php?id=393&version=1&associated
https://policies.rmit.edu.au/download.php?id=351&version=2&associated
https://policies.rmit.edu.au/download.php?id=389&version=2&associated
https://policies.rmit.edu.au/download.php?id=390&version=2&associated
https://policies.rmit.edu.au/download.php?id=367&version=1&associated
https://policies.rmit.edu.au/download.php?id=391&version=1&associated
https://policies.rmit.edu.au/download.php?id=309&version=13&associated
https://policies.rmit.edu.au/download.php?id=310&version=4&associated
https://policies.rmit.edu.au/download.php?id=392&version=2&associated
https://policies.rmit.edu.au/download.php?id=317&version=3&associated
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